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Instructions for completing VA Form 0727, Travel Savings Form

Enteryour nameandyour socialsecuritynumberat the top right cornerof the form. Enterthe travel authorizationnumberfor each
trip reportedon theform. Thedateanddayof theweekcanbeenteredif this helpsin recordingthelodgingexpensesfor eachnight.
You canenterup to threeseparatetrips on eachform. Employeesreportingsavingsfor the first 30 daysof extendedTDY mustuse
two forms. Initial theTravel SavingsForm andsubmit it for eachtrip with lodging savingsor redemptionof frequentflyer benefits
through the office channels to the Incentive Awards Office.

Line 1. Enterthemaximumlodging ratefor theTDY locality for eachnight’s lodging (seeattachedTravelSavingsForm example).
For the first trip that began on Sunday, $84.00 for the first night was recorded.

Line 2. Entertheactuallodging costfor eachnight’s lodging. For the first night in theexample,actualwas$64.50. For thesecond
trip, the employee stayed with relatives or friends and incurred no lodging costs.  The amount is $0.00.

Line 3. Enter any additionalreimbursabletransportationexpensesincurredwhile stayingat a lodging moredistantfrom the TDY
site. A determinationmustbemadeby thereviewingofficial that thetransportationexpensesareexcessive.Theseamountsmustbe
deductedfrom the maximumhotel rate for the locality. The exampleshowsan employeewho incurredadditional transportation
expenseof $6.00per day asa resultof stayingat lodging somedistancefrom the TDY site. The employeewill subtract$6.00for
each day.

Line 4. SubtractLines2 and3 from Line 1 for eachnight’s lodging from themaximumlodging rate. This will give you the lodging
savingsfor VA. The first night’s savingsfor the first trip was$13.50,the secondtrip was$50.00for eachnight, andthe third was
$14.00.

Line 5. WhenFrequentFlyer benefitsareusedto obtainfreecoachclassairfare,find theGovernmentcontractfareamountfor that
date from http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/continue.shtml.Enter the amount on Line 6 under the
applicable trip.  In the example, the round-trip fare was $420.00

Line 6. Total the amountof lodging savingson Line 4 for eachnight andenterthe amountin "Total Lodging Savings"boxeson
Line 6 for each trip.  For the first trip, the amount is $54.00.  For the second trip, the amount is $200.00, and the third was $42.00.

Line 7. Total theamountof frequenttravelersavingson Line 5 andenteron Line 7.

Line 8. Enterthe totalsfrom the"SummaryData"boxeson Line 6 andLine 7 for eachtrip in the"Total Savingsfor VA" box. The
total savings was $716.00 for all three trips.

Line 9. Multiply the amounton Line 8 ($716.00)by 50 percent. This is the amountthat will count toward the travel savingscash
award.  In the example, the employee will receive an award in the amount of $358.00.
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